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RD | nstruction 2045- EE
PART 2045 - CGENERAL

Subpart EE - Executive Branch Personnel Confidential Financial D sclosure
Report (Standard Form ( SF)-450)

82045. 1501 Ceneral

This Instruction gives procedures for using the Standard Form
(SF)-450, "Executive Branch Personnel Confidential Financial D sclosure
Report." Appointed County Conmittee menbers are consi dered Special Governnent
Enpl oyees and are exenpt fromfiling the SF-450.

§2045. 1502 SF-450.

Subpart | of Part 2634 of Title 5 Code of Federal Regul ations (CFR)
states that the SF-450 nmust be conpl eted by executive branch enpl oyees who
hol d positions which have been determ ned to invol ve duties requiring persona
and substantial participation through decision maki ng or exercise significant
judgrment in: Contracting or procurenent; adm nistering or nonitoring grants,
subsi dies, licenses, or other benefits; regulating or auditing non-Federa
entities; or performng other activities having a direct and substantia
economni c effect on non-Federal entities.

(a) lnitial forns. Enployees with forns on file will be required to
conpl ete a new form when they are pronoted and/or change j obs.

Enpl oyees who are pronoted to GS-7 Assistant County Supervisor

posi tions, after receiving the appropriate training, will be required
to file a new formw thin 30 days of such pronotion. Any enpl oyee who
is pronmoted froma noncovered position to one of the positions listed in
Exhibit A of this Instruction will be required to file a formwi thin 30
days of such pronmotion. Al newy hired enpl oyees that are appointed to
one of the positions listed in Exhibit A of this Instruction wll be

required to file a formw thin 30 days of appointnment. |In addition, the
positions listed in Exhibit A of this Instruction nust conplete a yearly
form

(b) Filing period. The itenms to be reported on the SF-450 are
for the period Cctober 1 through Septenber 30 of the previous year.

(c) Enployees required to conplete the SF-450. See Exhibit A of this
I nstruction.

DI STRI BUTI ON:  WSDC Per sonne
Cener a
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RD I nstruction 2045- EE
§2045. 1502 (Con.)

(d) Distribution of the SF-450.

(1) One copy of the SF-450 nust be sent to enpl oyees, who are required
to conplete the form by July 1 or no later than August 1. This is done
by the State Director for State Ofice enpl oyees; Assistant

Admi ni strator, Finance Ofice (AAFO for Finance Ofice enpl oyees; and
Chi ef , Enpl oyee Rel ations Branch (ERB), Personnel and Enpl oyee Rel ati ons
Staff (PERS), for National Ofice enpl oyees.

(2) An enpl oyee receives his/her first formwhen he/she obtains one of
the jobs listed in Exhibit A of this Instruction

(3) The issuing office will conplete the bl ocks containing the

Enpl oyee's Name, Position/Title, Grade, Date of Appoi ntnment, Agency,
Branch/ Unit and Address, and Wrk Tel ephone Nunber of each formprior to
forwarding it to the enployee.

(e) Execution of fornms. Enployees with jobs listed in Exhibit A of
this Instruction nust file the SF-450 no | ater than Septenber 30 of each
year.

(1) |If extra space is needed, copies of the SF-450 can be used as
continuati on pages. A copy should be retained for the enpl oyee's
records.

(2) Instructions for completing the formare |located on the form
(3) The formnust be conplete and accurate.

(4) If there is nothing to report for a section, check the "None"
box | ocated under each part.

(5) The enployee nust certify the report by signing and dating in
t he bl ocks which are located at the top of the
SF- 450.

(6) The formnust be conpleted in ink only.



§2045. 1502

(f)

(Con.) RD I nstruction 2045- EE

Transni ssion of forms.

(1) The completed original formnmust be placed in a double seal ed
envel ope. The inner envel ope should be marked: "For Oficial Use
Only, " and indicate the enpl oyee's nane.

(2) The outer envel ope should be marked: "TO BE OPENED BY
ADDRESSEE ONLY Cont ai ns SF-450" and be addressed to the:

(i) State Director for State enpl oyees.

(ii) AAFO for those enpl oyees under the jurisdiction of this
Assi stant Adm nistrator.

i) Director, PERS, Attn: Chief, ERB for those enpl oyees
ted in the Finance O fice but are under the jurisdiction of
t he Assi stant Adm nistrator for Procurenent and

Adm ni strative Support (AAPAS) and

Assi stant Administrator for Information Systens

Managenent ( AAlI SM .

(iv) Director, PERS, Attn: Chief, ERB for National Ofice
enpl oyees.

(3) The address of the National, State, or Finance O fice should be
pl aced on the outside envel ope.

(4) The office issuing the forms will include envel opes with the
appropriate information.

8§2045. 1503 Revi ew and deci sion maki ng of the SF-450.

The Adm nistrator is responsible for a review and deci sion on statenents

except as

(a)

del egat ed bel ow.

Responsibility for initial review and decision nmaking. The

follow ng individuals are authorized to nake the initial review and
deci si on:
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RD I nstruction 2045- EE
§2045. 1503 (a) (Con.)

(1) State Directors or his/her designee for enployees under their
jurisdiction.

(2) The AAFO for enployees under the Assistant Administrator's
jurisdiction.

(3) Chief, ERB, PERS or his/her designee for those enpl oyees
located in the Finance O fice but under the jurisdiction of the
AAPAS and AAI SM

(4) Assistant Adm nistrator Human Resources (AAHR) for the Chief,
ERB.

(5) Chief, ERB, PERS or his/her designee for National Ofice
enpl oyees and for statenents sent to the National Ofice.

(b) lnitial review assistance. Oficials listed in paragraph (a) of
this section and the follow ng individuals are authorized to make a
revi ew of the SF-450.

(1) State Ofices: Chief, Admnistrative Progranms and Hunman
Resour ce Manager s/ Personnel O ficers.

(2) Finance Ofice: Chief, Personnel Operations, Finance Ofice
Branch.

(3) National Ofice: Chief, ERB, PERS and Enpl oyee Rel ati ons
Speci al i sts.

(c) lnitial review procedure.

(1) Upon receipt of the SF-450 the date the formwas received
shoul d be shown in the block at the top of form designated "Date
Recei ved by Agency."

(2) Use 82045.1504 of this Instruction and RD Instruction 2045-BB
to make a review

(3) If necessary, obtain assistance fromthe Chief, ERB, PERS.

(4) After making a review of the SF-450, the officials listed in
paragraph (a) of this section will sign, date, and nmake notes on the
top of the formdesignated for this purpose.



§2045. 1503 (c) (Con.) RD I nstruction 2045- EE

(d)
have
i nvol

(5) Oficials at higher levels may use the the block |ocated at the
top of the form designated for Final Agency Review

(6) Review, docunent, and verify approval of ALL outside enpl oynent
and activities reported on the SF-450.

(7) After the initial review, forward the original SF-450 show ng
any financial interest to the Chief, ERB, PERS for final review and
si gnat ure.

Responsibility for final determinations. The follow ng officials
been del egated the authority to make a final determ nation in cases
ving a substantial conflict of interest.

(1) Associate Admnistrator

(2) Deputy Admi nistrator for Managenent (DAM .

82045. 1504 CQuidelines for making a review of the SF-450.

Use t

(a)

hese gui delines to make reviews of and deci sions on the SF-450.

Specific guidelines. Exam ne each case on its own nerits. Exam ne

the duties and responsibilities of the enployee to nake a determ nation
if there is a conflict of interest.

(1) CQutside enployment. Enployees nmust not work
(i) 1In real estate sales
(ii) In real estate appraisal or assessing;

ii) As areal estate agent or broker, title attorney, or
itle insurance agent;

(iv) As a contractor or builder;

(v) Wth a firmor person doing business with the Farmers Hone
Adm nistration (FnHA) if that business is under the enpl oyee's
authority at the FrmHA; or

(vi) In anything that will be in violation of RD Instruction 2045-BB and

Subpart H

of Part 2635 of

Title 5, CFR
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RD I nstruction 2045- EE
8§2045. 1504 (a) (Con.)

(2) Financial interest. There can be a conflict of interest when
t he enpl oyee has financial interests in:

(i) Agriculture or home construction and other simlar
busi nesses;

(i1) Banks or financial organizations operating within the
area serviced by the enpl oyee; or

(iii) Conpanies that do business with the FnHA in the area
served by the enpl oyee.

(3) Interests of "nmenbers of famly." Exam ne the enpl oynment or
financial interest of a spouse or nenber of famly who is a resident
of the enpl oyee's househol d.

(4) The existence of conflict of interest depends upon

(i) Howthe activity, enployment or financial interest of the
enpl oyee affects persons doing business with the FmHA in the
area served by the enpl oyee

(ii) If enployee can use FmHA actions to help self, others, or
relatives wth whomthe enpl oyee has a business or financia
rel ati onshi p; and

(iti) If enployees can use information not available to the
public to help self, others, or relatives

(b) Facts for referral of cases for final determ nation with
substantial conflict. Send these cases to the officials listed in
8§2045. 1503 (b) of this Instruction to nmake final deci sions.

(1) Wen the enpl oyee asks for referral
(2) Wen the final decision does not solve the probl ens.

(3) Wen the Admi nistrator nust make a decision that there is no
financial interest so substantial as to affect the integrity of the
enpl oyee's official duties.



§2045. 1504 (Con.) RD I nstruction 2045- EE

(c) Request and approval of extensions for filing the SF-450. The
followi ng individuals are authorized to grant a reasonabl e period of
time extensions (i.e., 30 to 90 days) for filing the SF-450. Each
ext ensi on should be based on a legitimate request fromthe filer.

These individuals are also required to develop a systemto track all requests
for extensions and/or approvals granted for filing the
SF- 450.

(1) State Directors for enployees under their jurisdiction.

(2) The AAFO for enpl oyees under the Assistant Administrator's
jurisdiction.

(3) The Chief, ERB, PERS, or his/her designee for National Ofice

enpl oyees and those enpl oyees |ocated in the Finance Ofice but
under the jurisdiction of the AAPAS and AAl SM

82045. 1505 Custody of the SF-450.

(a) State Directors, the AAFQ and the Chief, ERB, PERS will keep the
forms in a |locked file cabinet and not with the O ficial Personnel
Fol der.

(b) The Admi nistrator and custodi ans can exanm ne these fornms. The
Chief, ERB, PERS nust get witten perm ssion fromthe Departnent’'s
Counsel or, O fice of General Counsel, U S. Departnent of Agriculture,
for others to exami ne the forns.

82045. 1506 Control and record system of the SF-450.

The National, State, and Finance Ofices will develop a
systemto track:

(a) The positions required to file the SF-450.

(b) The positions required to file after conpleting the necessary
traini ng.

(c) The positions required to file with del egated | oan approval
aut hority begi nning at grade GS-5.

(d) Al other positions in the State and District with del egated | oan
approval authority.
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RD I nstruction 2045- EE

8§2045. 1507 Reporting requirenents for the SF-450.

Al reports pertaining to the SF-450 will be due in the National Ofice,
ERB, PERS no | ater than Cctober 31

82045. 1508 Tine period for holding the SF-450.

Time period determined by the Ofice of Governnent Ethics for retention
is 6 years. See Section 205 (d) of the Ethics in Government Act as amended,
by 5 US.C. App. 4 Section 205 (d) and 5 CFR §2634.604 (a).

§82045. 1509 - 2045.1550 [ Reserved]

Attachnent: Exhibit A
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RD | nstruction 2045- EE
Exhibit A

POSI TI ONS REQUI RED TO FI LE THE STANDARD FORM (_SF) - 450

STATE

(1) Al loan program enpl oyees at grade GVt 13 and above.

(2) Farmer Prograns Loan Oficers, Rural Housing Loan O ficers, and Conmunity
Program Loan O ficers, GS-12, with | oan approval authority and when they are

the Chief, Loan Oficer in State Ofice specialty positions.

(3) Al State and District Ofice Loan Specialists with | oan approval
aut hority.

(4) Chief, Administrative Progranms, GS-12/Gw 13.

(5) Contract Program Managers, Contract Specialists, Procurenent and Snall
Pur chase Speci alists, Purchasing Agents, and Procurenent C erks/Assistants.

(6) Al County Supervisors with | oan approval authority.

(7) Al Assistant County Supervisors, GS-7/9, who have been granted | oan
approval authority after receiving the appropriate training.

(8) Assistant County Supervisors, GS5-5, with del egated | oan approval
aut hority.

FI NANCE OFFI CE

(1) Director and Deputy Director, Fiscal and Accounting Division.

(2) Director and Deputy Director, Operations Division
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RD I nstruction 2045- EE
Exhi bit A
Page 2

NATI ONAL CFFI CE

(1) Assistant Administrator for Budget, Finance and Managenent.

(2) Assistant and Deputy Assistant Admi nistrator for Human Resources.

(3) Assistant Administrator for Procurenment and Admi nistrative Support and
Speci al Assistant to the Assistant Adm nistrator for Procurenent and

Admi ni strative Support.

(4) Assistants to the Administrator, grade G\ 13 and above who are not
Schedul e C s.

(5) Directors, ADP Security Staff and Managenent Support Staff.

(6) Directors and Deputy Directors, General Services Staff, Property and
Supply Managenent Staff; and Procurement Managenent Staff.

(7) Chiefs, ADP Procurenent Branch, Contract Operations Branch, and Policy
and Program Managenent Branch; Head, Small Purchasing Section; Contract
Speci al i sts, grades GS-9 through Gw 13; and Purchasi ng Agents regardl ess of
gr ade.

(8) Director and Deputy Directors, Applications Managenent Divi sion,

I nformati on Resources Managenent Division, and Financial and Managenent
Anal ysi s Division.

(9) Directors, Systens Requirenments and Design Division, Systens Devel opnent
Di vi sion, Information Technol ogy Division, and Tel econmuni cations Staff.

(10) ALL Il oan program enpl oyees, grades GVt 13 and above.

(11) Chief, Enployee Rel ations Branch, Personnel and Enpl oyee Rel ations
Staff.

(12) Director and Deputy Director, National Appeals Staff.

(13) Chiefs, Appeals Hearing Branch and Appeal s Revi ew and Program
Devel opnent Branch
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